
UNCLASSIFIED

UNCLASSIFIED

EXPRESS Industry 
Attachment Town Hall

09 September 2015



Agenda

UNCLASSIFIED

2

 Attachments
 WHEN & WHERE
 WHAT
 WHY

 Cover Letter
 Team Matrix
 Attachment 4
 Performance Capability Team File (PCTF)
 Labor Category Alignment (LCA)
 Suggestions, Tips, and Tricks
 Questions
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 Open Season
 Once a year (Typically the 

announcement goes out at the end of the
Fiscal Year; due in November)

 Add/Delete Team Members
 Add/Delete Schedules
 TWO DISCS (All Attachments)
 Modification required to incorporate

Attachments and extend the BPA

 Monthly Tuesday Updates
 Up to once a month
 Add/delete rates
 PSS Transition
 Name Change/Cage Code Change
 ONE DISC with Cover Letter listing updates (All Attachments with new dates on updated)
 Modification only required if the Team Matrix is updated

 Both are submitted in the Lobby of 5300 of the Sparkman Center at 1300 on Tuesdays.  Can be mailed (but not 
recommended).
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WHEN and WHERE are packages submitted?



4

 Team Matrix
 Company Names, Cage Codes, and GSA Schedules

 Attachment 4 
 Labor Categories & Rates

 Performance Capabilities Team File (PCTF)
 Labor Category Descriptions

 Labor Category Alignment (LCA)
 Prime & Key Team Member Labor Category Configuration

 Please include all 4 Attachments on every update submitted for continuity 
purposes.  Just be sure to clearly date the new Attachments while leaving the 
old date on previous Attachments.

UNCLASSIFIED

WHAT is submitted in each package?
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 Team Matrix
 Contractual document attached to each BPA
 Used to ensure proposed teams are vetted

 Attachment 4 (Rates)
 Used to evaluate proposals and modifications
 Living document due to the nature of extensions, cancellations, etc.

 Performance Capabilities Team File (PCTF)
 Evaluation teams when clarification is needed to determine if proposed 

categories are appropriate & also for IGCE preparations
 Labor Category Alignment (LCA)

 Internal document
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WHY is each Attachment important?
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 Open Season
 Be sure to include any new POC information as this will be added to your 

BPA when it is extended in January.
 Monthly Tuesday Updates

 Include ALL changes made and what Attachments were changed.
 Include the correct POC for any questions.
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Cover Letter

Cover Letter (BY 
DOC)

Cover Letter (BY 
ACTION)
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Team Matrix
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 Open Season
 Added/Deleted and Existing

 Monthly Tuesday Updates
 Make sure all previously approved changes are incorporated

 ANY update to the Team Matrix requires a Modification to the BPA.
 Status vs Category
 Make sure for multiple schedules that one is marked Primary (P)
 Make sure for consolidated schedules/PSS that the SINs are marked (P)

 ALL consolidated and PSS must have SINs listed.
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Team Matrix

Team Matrix
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Attachment 4 (Rates)
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NOTE: If it’s not on the GSA schedule, you can’t put it on Attachment 4! 

 BPA Paragraph (6) requires you to maintain an accurate file…update as changes occur 
(on the affected GSA schedules).

 Common Errors:
 Schedule type not identified 
 Obsolete rate periods included
 No current rates
 No BPA rates provided, only FSS (or vice versa)
 BPA & FSS rate period dates don’t match 
 PSS number is not updated

Attachment 4 (Rates)
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 Updates do not require a Modification.
 Living document

 All Team Members listed on the Team Matrix must have a tab in the Attachment 4.
 Key Team Member must be marked.
 POC must be listed with either a phone number or email address.
 Primary schedule must be marked.
 Indicate OFFSITE/ONSITE or GOVERNMENT SITE/CONTRACTOR SITE 

rates (if not specified, it is assumed both).
 Delete obsolete rates.
 Do not include unexercised option rates
 Verify dates

Attachment 4 can MAKE or BREAK a proposal!
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Attachment 4 (Rates)

Attachment 4
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Performance Capability Team File 
(PCTF)
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 Open Season
 Monthly Tuesday Updates

 All Team Members must have a tab.
 Most Attachment 4 and Team Matrix updates feed into the PCTF.
 Make sure not to lock the Job Description cell.
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Performance Capabilities Team File (PCTF)

PCTF
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Labor Category Alignment (LCA)
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 Open Season
 Monthly Tuesday Updates

 Key Team Members should each have their own tab.
 Least updated document.
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Labor Category Alignment (LCA)

LCA
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Suggestions, Tips, and Tricks

 Include the BPA Number on all updates.
 Keep Revision dates up to date.
 Tracking Tab for Team Matrix and Attachment 4.
 Use Cover Letter as a check sheet.
 Please do not submit Read-Only or Locked documents.
 Keep Excel version consistent from update to update (.xls/.xlsx)
 No longer required to track Subcontractor Tab.
 Check Databases (eLibrary and SAM).
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SAM.gov
 Verify all CAGE Codes
 Verify no Active 

Exclusions
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GSAeLibrary.gsa.gov

 Verify Name, Schedule Number, Socio-Economic Status, and Categories
 When updating rates for Attachment 4, verify in eLibrary before submitting.
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We can only answer questions pertaining to Attachments and 
Attachment submission.  Thank you for understanding!
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Questions?


